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aid. TheCurriculal02 job aighrovides stejoy-step instuctions for tasks
relevant tocurriculamanagementn theGSA OLU (powered by SAR)pics
covered in thipbaid includeuser management, email notifications, and
reporting.
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CURRICULUM ASSIGNMEN

Review Curriculum Contents

A Curriculum is a set of one or more items that can be assigned and tracked as a group. It is most commonly used for
certification tracking, regulated/ compliance drimdraining, recurring training, previously completed training credits,

and choice completion requirements (ex: complete any 2 out of 3 courses for certification).

Before a curriculum can be assigndite curriculum contentomponentsmust be edited to eaure accurate required
dates.

Curriculum Contens Area Navigation

1. From the Learning Administration page (also called SuccessFactors Administratio) £ E [edrningpE A O
icon.

ol 1 &

Home Users Learning System Admin

‘ Search: Wr Command ] Go) |

Welcome
Welcome to SuccessFactors Administration
" New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
” Watch the Tutorial &

2. Click on the Curricula tab in the left menu franYau will be direatd to the area of the system where you can
search and view the Curriculum you wish to assign

TEaY - .

Home Users Learning System Admin

| Search: [ Enter Keywords or Command l Go» |
Curricula Search | Add New | (@)
ltems Search Saved Searches 0
Scheduled Oﬁerings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.
Cata logs Case sensitive search: ) Yes ® No
Programs Search All Locales: ) ez @ Ng
Curricula Curriculum 10: [Starts With [
] Curriculum Title: Starts With
Evaluation | 2y
Instructors Add/Remove Criteria ‘©
Search Save As Reset
[ Tools
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3. Enter theTitleof your desired curriculum. You can use the ddgpvn menu associated with most criteria to
OAEET A Ui 00 OAAOAE 1 &&Qq Scadidds&iidfor ydar@esved QOGIu AT T O

Curricula Search | Add New = @

Search Saved Searches '0

Enter a value for each fizld that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.

Case sensitive search: TIP: Click the
) Yes ® No T 7
O! AAT 2 Al
Search All Locales: () Yoz @ No #OEOAOEA
Curriculum ID: |Starts With [v]] to refine your
. ) search
Curriculum Title: ICuntains W I Program Manager

Add/Remove Criteria ©

ﬂ Save As Reset

4. Locate your desired curriculum. Click on tBarriculum IZo select and open the curriculum.

Curricula Search  Add New | (@)

Search = Search Resulis Saved Searches 'ﬂ

Enter a value for 2ach field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.

Case sensitive search:

O Yes ® No
Search All Locales: ) Yaz ® Ng
Curriculum ID: [Starts With [v] |
Curriculum Title: |Cuntains ﬂ |Program Manager

Add/Remove Criteria ©

Search Save As Reset

Field Chooser & Download Search Results =

Curriculum 1D « Curriculum Title Curriculum Description

|GSA—TEST_F'GM_TRN I GSA Test Program Manager Training This is a test curriculum.

Page2 | © 2017eSkillz Corp. All rights reserved. Powered by: m
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5. On the Curriculum Administration Page, locate tRelated Menu and clicdkontents. Youare now in the
curriculum contents areawhere Learning Administratorassociate learning items, map requirements, and add
subcurricula

im GSA Test Program Manager Training GSA-TEST_PGM_T.. [E] = & Actions
Description: & Bookmark
This is a test curriculum. Cover Page (Active) Assign

Creation Date: 772017 *Domain: GSA(GSA) e
Copy
Curriculum Type: Mandatory (Mandate Active: Yes Ee_l_t_ -----------
iele
Force Incomplete: Yes Curriculum Priority: 1 Deactvate
View All @ contents
I o~
Related Contents Edit @ =
Assignment Profiles Type Title Retraining
Catalogs
@ FY 2017 IT Security Awaren... GSAT-SECLURITY-AWARENESS-2017
Documents | Complete 2 out of 3 items TEST-REQUIREMENT
Job Codes Super Start Essentials EOQ-New Hire
Subject Areas

Page3| © 2017eSkillz Corp. All rights reserved. Powered by: m
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CURRICULUM ASSIGNMEN

Review Curriculum Contents
ReviewCurriculum Content ComponeriDetails

1. Fromthe Curriculum Administration Pagef your desired curriculumocate the Contents area (in the Related
Menu), and clickedit. For better viewing, click on th_# icon to expand the region.

Bm GSA Test Program Manager Training GSA-TEST_PGM_TRN w @ Actions
Description: @ Bookmark
This is atest curriculum Cover Page [Active} I;;‘;; __________
Cover Page (Acti..
= ‘Send Notification
Creation Date: 7/17/2017 #Demain: GSA(GSA)
Curriculum Type: Mandatory (Mandatory) Active: Yes _E_:_E_e ___________
Force Incomplete: Yes Priority: 1 Dometvate
View All @)
Related Contents h
_Assignmenl Profiles | Type Title D
Catalogs
@ FY 2017 IT Security Awareness Tr... G3A-T-SECURITY-AWARENESS-2017
Documents Complete 2 out of 3 items TEST-REQUIREMENT Click to
Job Codes m Super Start Essentials EO-New Hire expand region
Subject Areas

2. A popup window will openLocate the learning componeryou wish toreviewon the ContentsEdit page. Click
on the expand icon to exparttle component and view details.

Edit
Curriculum: GSA Test Program Manager Training Help
Contents @ M Remove Group Requirements
Select All § Deselact Al
Display
Entity ID Title Order  Select
B WBT GSAIT-SECURITY-AWARENE$5-2017 FY 2017 IT Security Awareness ~ edit  kd O
(Rev 1 - 41472017 08:23 PM US/Eastern) Training
[+ | ST-REQUIREMERNT - 2 items from item pool Complete 2 out of 3 items Edit |l il O
[ lew Hire Super Start Essentials Detsiis = ]
Select All / Deselact Al
Remove Group Requirements

Page4 | © 2017eSkillz Corp. All rights reserved. Powered by: M
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3. The expanded area, depending on the component type (item, requirement, subalay;j will display default
details pertaining to tlt specific component.
*NOTE: Requirements and &curricula will also include the items attached within them in the expanded
components view.

Edit
Curriculum: GSA Test Program Manager Training Help
Contents & Remove
Select All ! Deselact Al
Display
Entity 1D Title Order Select
@ E WBT GSA-T-SECURITY-AWARENESS-2017 FY 2017 IT Security Awareness Edit [~ | ]
(Rev 1 - 4/14/2017 08:23 PM US/Eastern) Training
Initial Assignments: MIA Threshold: MFA
Initial Required Date Basis: Assignment Date
Retraining Assignments: MIA
Effective Date: Assignment Type:
Basis Date:
TEST-REQUIREMENT - 2 items from item pool Complete 2 out of 3 items edit EE O
[ ] EQ-New Hire Super Start Essenfials Detzils O
Select All ! Deselact Al
Remove

4. Once details have been reviewed, click on Ewit button to edit the component details oicE AE X6in OE A
the top right corner of the Edit Contents page to return to the Curriculum Administration page.

Edit *
Curriculum: GSA Test Program Manager Training Help
Contents &2 Remove
Select All f Deselect AN
Display
Entity ID Title Order Select
5] © WBT GSAIT-SECURITY-AWARENESS 2017  FY 2017 IT Security Awareness B
(Rev 1 - 41472017 08:23 PM US/Eastemn) Training
Initial Assignments: M/A Threshold: VA
Initial Required Date Basis: Assignment Date
Retraining Assignments: N/A
Effective Date: Assignment Type:
Basis Date:
TEST-REQUIREMENT - 2 items from item pool Complete 2 out of 3 items edit =B O
[ ] EOQ-Mew Hire Super Start Essentials Detsits =l ]
Select All f Deselact Al
Remove

Pageb | © 2017eSkillz Corp. All rights reserved. Powered by: m
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CURRICULUM ASSIGNMEN

Edit Curriculum Contents

Curriculum components must be editéd reflect a due datdeforethe curriculum is assigned to usefdiis tells the

OUOOAI OEAO OEA AOOOEAOI OiBastdAsdighmenOi ADAABDOOGECTI AA AO A

Period-BasedAssignment Rulesfor Curriculum Components
1 All new periods start at midnight. Therefore, the required dédee date)for any item is 11:59%PM the day
before the next period starts.
1 There ardive period options that can be used to select a required d&tays, Weeks, Months, Quarters, or
Years.
1 There are two ways to identify a due date for the curriculum component:

o0 Calendarz based on a &sis date (used to calculate the due date).

o Eventzrequires an evenfcompletion) to occur to set the period due date.

9 If auser completes an item after its required date, then the system applies that complettbe turrent
period:

0 CalendarBasis- Thesystem cannot allow a calendéased assignment to have a due or required date
that is anything other than the end of the current peridtia user completes the item late, the system
must still give the user a full period in whichdmmplete this item.Therefore, to get the proper credit
for a curriculum, the usgnustcomplete the item during its intended period.

o0 EventBasis- The system can allow the period to extend until the next event occurs (when the user next
completes the item). Therefore, afteecording the event, the system sets up a new period and a new
required date for the item based on this most recent completion.

1 As an administrator, you cannot change the status of a curriculum by manually changing the required date of
any item that is irthe curriculum. The system always uses the settings of the curriculum record to determine
the correct curriculum status.

It is recommended that administrators utilize the SAP Help Portal to review peNr-ibdsegl assigpment setup qnq i
examples. Youcanacce®&EA 310 (AI B 071 OOAI AU Al Enittefop ght totnerotied O ( /
Contents HElit page.

Edit
Curriculum: GSA Test Program Manager Training ﬁ
Contents | &2 Remove
Select All [ Deselact Al
Display
Entity ID Title Order Select
@ WEBT GSAIT-SECURITY-AWAREMNESS-2017 FY 2017 IT Security Awareness Edit | O
(Rev 1 - 41142017 0523 PM US/Eastern) Training
m TEST-REQUIREMENT - 2 items fram item pool Complete 2 out of 3 items Edit = [l
[ ] EQ-Mew Hire Super Start Essentials Details & ]
Select All f Deselect AN
Remove

Pages | © 2017eSkillz Corp. All rights reserved. Powered by: m
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CURRICULUM ASSIGNMEN

Period BasedAssignments

CalendarBased Assignment

It is recommended that administrators utilize the SAP Help Pddakview periodbased(calendar/ eventassignment

OAOODP AT A AgAi Pl AOS
of the Contents Edipage.

91 6 AAT AAAAOO OEA 3inte tophightrortei O O :

1. From the Curriculum Administration Page of your desicedriculum, locate the Contents area (in the Related
Menu), and clickedit. For better viewing, click on th_# icon to expand the region.

Bm GSA Test Program Manager Training GSATEST_PGM_TRN (5] w3 @& Actions
Description: @ Bookmark
This is a test curriculum. Cover Page (Active)
Creation Date: 7i17/2017 *Domain: GSA(GSA)
Curriculum Type: Mandatory (Mandatory) Active: Yes
Force Incomplete: Yes Priority: 1
View All @)
Related Contents h
-Assignmenl Profiles Type Title D
Catalogs
B FY 2017 IT Security Awareness Tr... GSA-T-SECURITY-AWARENESS-2017
Documents | Complete 2 out of 3 items TEST-REQUIREMENT Click to
Job Codes m Super Start Essentials EO-New Hire exPa“d region
Subject Areas

2) A popup window will open. Locate the learning component you wish to edit on the Contents Edit page. Click

onEditOT AAEO OEA Al

i i 1T AT 060 AAOAEI 08

Edit

Curriculum: GSA Test Program Manager

Training Help

Contents |9~ Remove
Select All f Deselact AN
Display
Entity 1D Title Order Select
B WBT GSAIT-SECURITY-AWARENESS-2017 FY 2017 IT Security Awareness | eat | [ O
(Rev 1 - 41472017 08:23 PM US/Eastern) Training —
[+ | TEST-REQUIREMENT - 2 items from item pool Complete 2 out of 3 items eat = ]
[ EO-New Hire Super Start Essenti Deteils ]

Salact All f Deselact Al

Remove

Pager | © 2017eSkillz Corp. All rights reserved.
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3) A popup window will open. Enter in the appropriate fields.

4)

5)

Edit

Curricula

= Search = Edit ltems

Curriculum ID: GSA-TEST_PGM_TRN

Title: (GSA Test Program Manager Training
Item Type: WBT
Item ID: GSA-IT-SECURITY-AWARENESS-2017

Revision Date: 401472017 08:23 PM US/Eastern
Revision Number: 1

Item Title: FY 2017 IT Security Awareness Training

Edit the Items for the Curriculum

€

Return to Content Data

* = Required if either Inifial Basis or Refraining Basis is calendar based.

Initial Assignments:

® calendar ) Event
Previous Completions: 7] |00 Provicus Completions Older Than Days
Required Date Basis: @) assignment Date ) Hire Date

Retraining Assignments:

) Entire Period ® Days

Initial Number: Initial Period: [Days || Threshold:
Initial Basis:

Apply Changes Reset

Retraining Number: ] Retraining
1000) Period: Days =
Retraining Basis: O Calendar ® Event
** Basis Date:
i —
Effective Date:
e Dot m
Assignment Type: v G
Enterinitial Numbe8 %@dqd EA UT O x Al
number.
Initial Assignments:
Initial Number: I:
EnterInitial PeriodExXE £ UT O x A1 O OI
initial period.
Days
Weeks Initial Period: |Months | w
Initial Period: 0
Quarters
Y ears

Page8| © 2017eSkillz Corp. All rights reserved.
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6) 3 A1 Kdledda® A nitiddEadis.

Initial Basis: ® Calendar ) Event

7) Previous Completiongse this are#o indicate if(and how far back) you want the curriculum to igagrevious
completions of this specific component.

Previous Completions: ] lgnare Previous Completions Older Than Days

8) Required Date Basigse this area to indicateyibu want the curriculum to base the curriculum assignment
process based on the assignment date or hire date.

Required Date Basis: (@) pssignment Date () Hire Date

9) Basis Datethe system uses the basdate to calculate the periods and, therefore, the item's required dates.
Basis date = due datginitial periad. For example, if your desired due date is 8/14/17 and you indicated an
initial period of 2 weeks, then your basis date will be 8/1/17.

*NOTE:

I.  All new periods start at midnight. Therefore, the required date (due date) for any item is 11:59:59 PM
the day before the next period starts. Example if you indicate a basis date of 8/1/17 with an initial period
T £ ¥ xAAEOh Ul OO0 |E®BA4/1@611:39ANRMEIG/ASAL7 AAOA xEI

II.  If the Initial or Retraining Basis is Calendar, then If Initial or Retraining Basis is Event, then the system
does not use the value in the Basis Date box; instead, the system uses the event date to calculate only
the next period and, therefore, the item's next required date. If another "event" occurs, then the system
uses that event date to calculate the subsequent period and, therefore, the item's next required date.

= Basis Date: I"*_*"*l &1/2017

10) Effective Dateuse this to indicate the datyou want changes to this item to become available to the user. It is
recommended that the effective date be at least 1 day before the basis datsystenmalsouses the Effective
Date to calculate the overall status of the curriculum.

Effective Date: 3 792017

11) AssignmenTypeg, OOA OEEO O1 ET AEA A (hA sy@damblispiagsAnk d@s€ignmedt@/pegn | A’
the user interface so that users know whether the itermendatory,required or optional i
“*NOTEq, 4EA %EAAAOEOA $AOA EO OpeisSdetdlA EALZ A O02ANOEO!

[ | Mandatory (MAN)
Optional (OPT) N -
Assignment Type: Required (REQ) r.'ué. Assignment Type: Required (REQ) | v | [+

Paged | © 2017eSkillz Corp. All rights reserved. Powered by: m
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12) Once all the appropriate fields have been entered, dlipply Changeso save the component details. You will
be redirected to the Contents Edit page.

Edit

Curricula @

= Search = Edit ltems

Curriculum 1D: GSA-TEST_PGM_TRN

Title: GSA Test Program Manager Training
Item Type: WET
Item 1D: GSA-T-SECURITY-AWARENESS-2017

Revision Date: 41472017 0823 PM US/Eastern
Revision Mumber: 1

Itemn Title: FY 2017 IT Security Awareness Training # Return to Content Data

Edit the Items for the Curriculum

Apply Changes Reset

** = Required if either Initial Basis or Retraining Basis is calendar based.

Initial Assignments:

I"'H?' Number: 3 Initial Period: Threshold: () Entire Period @ Days

LI}

Initial Basis: ®) calendar () Event

Previous Completions: ] Ignore Previous Completions Qlder Than Days

Required Date Basis: (@) scsignment Date () Hire Date

Retraining Assignments:
Retraining Number: Retraining

1000) Period: Days |~
Retraining Basis: (J calendar ® Event

= Basis Date:

(MM/DD/YYYY) [ [r1r2017

Effective Date:

MM/DDIYYYY [ [7r9r2017

Assignment Type: [Required (REQ) [v]| )

OQu
(@}
>
T
O
>\
m
O\
o

13)Repeatsteps 2X ¥ O1 AAEO AT 1T OEAO Al ibilTATO

Pagel0| © 2017eSkillz Corp. All rights reserved. Powered by: m
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CURRICULUM AS&NMENT

Period BasedAssignments

EventBasedAssignment

It is recommended that administrators utilize the SAP Help Portal to review pdyasd (calendar/ event) assignment

OAOODP AT A AgAi Pl AOS
of the Contents Edit page.

91 6 AAT AAAAO vutrldcatdd lin@he opirigidcoidr O O

1. From the Curriculum Administration Page of your desired curriculum, locate the Contents area (in the Related
Menu), and clicledit. For better viewing, click on th_# icon to expand the reign.

Bm GSA Test Program Manager Training GSATEST_PGM_TRN (5] w3 @& Actions
Description: @ Bookmark
This is a test curriculum. Cover Page (Active)
Creation Date: 7i17/2017 *Domain: GSA(GSA)
Curriculum Type: Mandatory (Mandatory) Active: Yes
Force Incomplete: Yes Priority: 1
View All @)
Related Contents h
-Assignmenl Profiles Type Title D
Catalogs
B FY 2017 IT Security Awareness Tr... GSA-T-SECURITY-AWARENESS-2017
Documents | Complete 2 out of 3 items TEST-REQUIREMENT Click to
Job Codes m Super Start Essentials EO-New Hire exPa“d region
Subject Areas

2. A popup window will open. Locate the learning component you wish to edit on the Contents Edit page. Click

onEditOT AAEO OEA Al

i i 1T AT 060 AAOAEI 08

Edit

Curriculum: GSA Test Program Manager Training Help

Contents |9~ Remove
Select All f Deselact AN
Display
Entity 1D Title Order Select
B WBT GSAIT-SECURITY-AWARENESS-2017 FY 2017 IT Security Awareness | eat | [ O
(Rev 1 - 41472017 08:23 PM US/Eastern) Training —
[+ | TEST-REQUIREMENT - 2 items from item pool Complete 2 out of 3 items eat = ]
[ EO-New Hire Super Start Essenti Deteils ]

Salact All f Deselact Al

Remove

Pagell| © 2017eSkillz Corp. All rights reserved.
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3. A popup window will open. Enter in the appropriate fields.

Edit

Curricula

> Search = Edit ltems

Curriculum ID: GSA-TEST_PGM_TRN

Title: G5A Test Program Manager Training
tem Type: WEBT
[tem 1D: GSA-IT-SECURITY-AWARENESS-2017

Revision Date: AM472017 08:23 PM US/Eastern
Revision Number: 1

Item Title: FY 2017 IT Security Awareness Training

Edit the Items for the Curriculum

Return to Content Data

Initial Basis: ®) Calendar ) Event

Previous Completions: [l lgnore Previous Completions Older Than Days

Required Date Basis: (@) pccignment Date (' Hire Date

Retraining Assignments:

Retraining Number: I: Retraining
1000) Period: Days =

UL}

Retraining Basis: ) calendar ® Event

* Basis Date:

MM/DDAYYY ;- | I
Effective Date:

MMDDIYYYY e | I
Assignment Type: w \}

Apply Changes Reset
** = Required if either Initial Easis or Retraining Basis is calendar based.
Initial Assignments:
|r_'§|tj§|_ Number: | InitialPeriod: [Days [w]| Threshold: O Entire Period ®|  Days

4. Initial NumberNot requiredfor eventbased assignments.
5. Initial PeriodNot required for evenbased assignments.
6. ThresholdNot required for everrbased assignments.

7. 3A1 Akd@ OA (nitid Badis.

Initial Basis:

() calendar ® Event

Pagel2| © 2017eSkillz Corp. All rights reserved.
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8. Previous Completionsse this area to indicate if (and how far kagou want the curriculum to ignore previous
completions of this specific component.

Previous Completions: ] lgnaore Previous Completions Older Than Days

9. Required Date Basigse this area to indicate if you want the curriculum to base the curriculum assignment
process based on the assignment date or hire date.

Required Date Basis: (@) pssignment Date ) Hire Date

10. Retraining NumberNot needed for ondime assignments.
11. Retraining Periad\ot needed for ondime assignments.

12. Basis DateNot required for evenbased assignments.
*NOTE:

I.  All new periods start at midnight. Therefore, the required date (due dateafgritem is 11:59:59 PM
the day before the next period starts.

II. If the Initial or Retraining Basis is Calendar, then If Initial or Retraining Basis is Event, then the system
does not use the value in the Basis Date box; instead, the system uses the ateitd dalculate only
the next period and, therefore, the item's next required date. If another "event" occurs, then the system
uses that event date to calculate the subsequent period and, therefore, the item's next required date.

13. Effective Dateuse thigo indicate the date you want changes to this item to become available to the user. It is
recommended that the effective date be at least 1 day before the basis Gawsystenalsouses the Effective
Date to calculate the overall status of the curriaulu

Effective Date: 3 792017

14. AssignmenTypey, OOA OEEO O1 ET AEA A (hA sy@dmblispiagsAnk d@s€ignmedt@/pegn | A’
the user interface so that users know whether the itermandatory,required or optional i
“*NOTEq, 4EA %EEFAAOEOA DAORABO AOOEGCE ORA OE AUAAOEDN OAT .

[ | Mandatory (MAN)
Opfional (OPT - - —
Assignment Type: s o Assignment Type: Required (REQ) [v] ()

15. Once all the appropriate fields have been entered, chipbly Changeso save the component details. You will
be redirected to the Contents Edit page.

Pagel3| © 2017eSkillz Corp. All rights reserved. Powered by: M
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Edit

Curricula L]

= Search = Edit ltems

Curriculum 1D: GSA-TEST-CURRICULUM-EC

Title: GSA Test Curriculum - EQ
Item Type: WBT
Item 1D: GSA-IT-SECURITY-AWARENESS-2017

Revision Date: 41472017 08:23 PM US/Eastern
Revision Number: 1

Item Title: FY 2017 IT Security Awareness Training Return to Content Data

Edit the Items for the Curriculum

ﬂ Apply Changes Reset

** = Required if either Inifial Basis or Refraining Basis is calendar based.

Initial Assignments:

"1"3‘3'2' Number: Initial Period: Threshold: Entire Period @ Days
Initial Basis: O Calendar ® Event

Previous Completions: | Ignore Previous Completions Older Than Days
Required Date Basis: @) ssignment Date () Hire Date

Retraining Assignments:

Retraining Number: Retraining
(1000} Period: Days
Retraining Basis: O calendar ® Event

= Basis

¢ I

(MMDDIYYYY]

Effective Date:

(MM/DDIYYYY] [ [7r9i2017

Assignment Type: o

16. Repeat steps 21501 AAEO AT 1T OEAO

Qu
(@)
>
b
O
>
T
O\
oc

AT i i1 AT O
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USER MANAGEMENT

AssignCuricula

A Curriculum is a set of one or more items that can be assigned and tracked as a group. It is most commonly used for
certification tracking, regulated/ compliance driven training, recurring training, presiy completed training credits,
and choice completion requirements (ex: complete any 2 out of 3 courses for certification).

Curriculacan be assigned to users usimgny methods:

1

)l
)l
)l

T

via Curriculum Administration Page- Useris directly assignethe curriaslum from the Curriculum

Administration Page

via User Needs Management Useris directly assignethe curriculavia User Needs Mgmt

via UserRecord- Useris directly assignethe curriculaEOT I OEA OOA0O8 O , - 3 OAAT OA
via Assignment Profile- User inheits the curricula from the@ssociatedassignment profile. The Assignment

Profile Synchronization automatic process does not update curricula, competency profiles, catalogs, roles, or
reviews for all users. The automatic process finds only new users:wkersave moved into or out of the
assignment profile since the last time it was propagated.

via Job Codes User inherits the curricula from thessociated job code.

This job aid will coverll exceptcurriculum assignment via Job Codasd AssignmentPrdfile.

Via CurriculumAdministration Page

1.

2.

From the Learning Administration page (also called SuccessFactors Administratio®), A E lledmin®E A O
icon.

| Search: WrCommand I |

Welcome
’!‘f
. 4

Click on the Curricula tab in the left menu franYau will be directed to the area of the systevhere you can
search and view the Curriculum you wish to assig

Welcome to SuccessFactors Administration

New to SuccessFactors Administration? We have provided a brief tutorial to help you leamn your way around.
Watch the Tutorial @
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TN & &

Home Users |[Learning | System Admin

| Search: I Enter Keywords or Command I ‘

Curricula Search | Add New | (&)
ltems Search Saved Searches &
Scheduled Offerings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can

also add or remove Search criteria 1o further refine yeur search
Calalogs Case sensitive search: ) Yes ® No
Programs Search All Locales: ) Yes ® No
Curricula Curriculum 1D: Starts With 1

Curriculum Title: Starls With v]
Evaluation
Instructors Add/Remove Criteria ©

Search Save As Reset
[zl Tools

3. Enter theTitleof your desired curriculum. You can use the ddgwn menu associated with most criteria to
OAZET A UiI OO OAAOAE | A@d Séadriuseathdor yolir GeBied cOrfc8lunOAT T OAE

Curricula Search | Add New = (@

Search Saved Searches 0

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.

Case sensitive search: ) Yes ® No TIP: Click the
LR G .
Search All Locales: ) Yes @ No O: AAA T ‘2 ,A,I
- - # OEOAOEA
Curriculum 1D: [starts with | to refine your
Curriculum Title: | Contains [Program Manager search

Add/Remove Criteria ©

# Save As Reset

4. Locate your desired curriculum. Click on t@arriculum IDo select and open the curriculum.

Curﬂ‘clﬂa Search | Add New | g
Search > Search Resulis Saved Searches 0
Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can T| P: 0|Ck the
also add or remove search criteria to further refine your search. = -
B (Field Chooseb
Case sensitive search: ) ves ® No bUtton tO reﬁne
Search All Locales: ) Yes ® o yOUr SearCh
Curriculum 1D: |Starts With [ results
Curriculum Title: ‘Cuntains |Prugram )
Add/Remove Criteria ©
Search Save As Reset

Field Chooser & Download Search Results =

Curriculum ID o Curriculum Title Curriculum Description

GSA-TEST_PGM_TRN GSA Test Program Manager Training This is a test curriculum.
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GSA

5. On the Curriculum Administration Page, locate tAetionsMenu, and dick Assignthiswill take you to the User

Needs Maagement Page.

m GSA Test Program Manager Training

Description: @

This is a test curriculum.

Creation Date: 772017

Curriculum Type: Mandatory (Mandat
Force Incomplete: YVes

View All @

Related Contents Edit

Assignment Profiles Type

Title
Catalogs

B FY 2017 IT Security Awaren...
Documents [ | Complete 2 out of 3 items
Job Codes |
Subject Areas

Super Start Essentials

GSA-TEST_PGM_T.. |_—| = Actions
Bookmark
cover ATRRENEP | Asvion

*Domain: GSAWGSA) 0
Copy
Active: Yes e
lete
Priority: 1 _D_e_a_c‘;i;;t_e ————————
@ %
ID Retraining

GSA-IT-SECURITY-AWARENESS-2017
TEST-REQUIREMENT
EQ-Mew Hire

6. From theUser Needs Managemeimage, click oradd one or more from listto find users you wish to assign

the curriculumto.

Assign

User Needs Management

> Step 1 = Step 2

Step 2: Select Users

* = Required Fields
Add Users

Help

Next

Enter User ID or add one or more from fist. h

*UserID: |

Add

Edit Users

There are no Users in the list. Please add Users before proceeding.

7. Enter a keyword (or last name) associated with the ugdeave blankto add multiple users. ClicBearchto

find users.
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Users

©

Search

w

Search Users

Enter a value for each field that you want fo use to filter your search. Some fields allow you to seleci from a list of values. You can
also add or remove search criteria to further refine your search.

Search Reset

Keyword: |

User ID: Starts With ]

Last Name: | starts with |omon

First Name: | Starts With [

Middle Initial: [starts with [

Role ID: [Starts with [

User Status: @ active O Not Active O Both

Profile Status: O active O Expired @ Boih

Domains: | starts with [ T
State: [Starts With [

Job Locations: [Starts With [ T
Job Codes: |513m With | T
Supervisors: | Starts With ‘ Y
Email Address: [Starts with [

Agency: | Starts with [

Add/Remove Criteria © ﬂ Search Reset

8. Select your desired user(s). Clitlld to select the user(s) and return to the User Needs Management page.

User Help
.:= Search Resulis
Select Users For Needs Management
[[] select all the Users of the search results
Add
Mmﬁpapmegm,w,ds} Select Al / Deselect Al
UserID User Mame Add
EsilozaCmah Omoh, Esiloza O
eomoh@eskillz.com  Omoh, Esiloza v
ESKO0000001 Omoh-Leamer, Esi OJ
ESKO0000003 Omoh-RegionalAdmin, Esi O
ESKO0000004 Omoh-SMEAdmin, Esi OJ
ESK0000005 Omoh-SuperAdmin, Esi O
ESK0000002 Omoh-Supervisor, Esi O
Records per Page| 10| | (7 total recards) Select All [ Desslect 8l
) | A
— |
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9. Repeat step$ z 8 to add more users. Once ybave added all desired userdick Next to advance to the next
step.

Assign [x]

User Needs Management Help

= Step 1 = Step 2

Step 2: Select Users

) | e

* = Required Fields
Add Users

Enter User ID or add one or more from list.

*UserlD: | Add
Edit Users
ly Changes
Added user(s) Apply Chang
Select All / Deselect All
UserID Name Remove
eomoh@eskillz.com Omoh, Esiloza O

Select All [ Deselect All

Apply Changes

10. Confirm the curriculato be assignedClickNext to advance to the next step.
*** NOTE Click oradd one or more from listto select morecurriculumto add (if needed).

Assign

User Needs Management Help

=5Step1>5Step2 = Step 3

Step 3: Adding Curricula

Previous Next
* = Required Fields
Select Curricula for Adding
Enter Curriculum 1D or add one or more from list,
* Curriculum ID: | Add
Edit the List of Curricula for Adding
confirmed curricula Apply Changes

Select All  Deselect All
Curriculum Title Assign Date Remove
GSA-TEST_PGM_TRMN  GSA Test Program Manager Training 7192017 J

Select All / Deselect Al

Apply Changes.
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11. Edit (if needed)and confirm thecurriculumassignment datdor the selected user<lickNext to advance to
the next step.

Assign %]

User Needs Management Help

=Step1=5Step 2 = Step 3= Step 4

Step 4: Edit Assign Dates

confirmed assign date Previous Next

Assign Date
Curriculum 1D Title BAMIDDM YY)

GSA-TEST_PGM_TREN GSA Test Program Manager Training 192017

Priority
[ [v]

12. ClickSchedule Job

Assign

User Needs Management Help

= Step 1 = Step 2 = Step 3 = Step 4 = Step 5

Step 5: Complete User Needs Management

Previous Run Job Now Schedule Job

User ID Name
eomoh@eskillz.com Omoh, Esiloza

Curriculum Title Aszign Date Priority
GSA-TEST_PGM_TRN  GSA Test Program Manager Training TM92017

13. SelectRun this job immediately, if allowajlleen dick Finishto assign thecurriculum
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Assign %]

User Needs Management Help

=5tep1=5Step2>Step3=Step 4 =Step 5= Step &6

Schedule Background Job

The action you are trying to perform is affecting too many records and could take a long time to complete. This action must be
scheduled to run in the background. Please complete the following information if you want this action to run at a specific date and

time. If you choose to be nofified by email upon complefion, please select "Notify via email upon completion” checkbox and specify
an email address.

(O] Run this job immediately, if allowable.

Schedule this job to be executed on: View Available Time Slots

Date:
(MM/DDYYYY) m |

Time: [
{hhzmm
AM/PM)

Time Zone: |Eastern Standard Time (US/Eastem)

Job Description:

Notify via email upon completion

Email: |eomeh@eskillz.com

Previous Reset Finish

14. You have successfully assigned thericuluni ClickOKto return to theCurriculumAdminigration Page.

Assign

User Needs Management Help

Confirmation

Finished

Background Job Scheduled

Background Job Status

Job Title: Assign Job Curricula to Users
Description:
Scheduled Start Date: 7/19/2017 05:24 PM US/Eastemn
Status: Succeeded

You can edit the schedule details and status of this background job in the Eackground Jobs module.

s | o«
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15. Once you are back to théurriculumAdministration Page, you can perform additional administrative tasks
related to yourcurriculumor exit the page.

Pm GSA Test Program Manager Training GSATEST_PGM_T.. [E] = & Actions
Description: & Bookmark
This is atest curriculum. Cover Page (Active) Assign
Cover Page (Acti...
Creation Date: 7/17/2017 *Domain: GSA (GSA) -Sf-n-d-ri?t-"-i[ia-tii'l--
Curriculum Type: Mandatory (Mandat Active: Yes EZ; -----------
Force Incomplete: Yes Priority: 1 Deactivate
View All @
Related Contents Edit @ &
Assignment Profiles Type Title ID Retraining
Catalogs
& FY 2017 1T Security Awaren...  GSAIT-SECURITY-AWARENESS-2017
Documents [ | Complete 2 out of 3 items TEST-REQUIREMENT
Job Codes [ | Super Start Essentials EOQ-Mew Hire
Subject Areas
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USER MANAGEMENT

AssignCurricula

Via User Needs Manageme

1. From the Learning Administration page (also called SuccessFactors Administratio) AE Uskrd OEAT © 8

Home Learning System Admin

[ Enter Keywords or Command l [ Go» J |

Welcome to SuccessFactors Administration
New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
Watch the Tutorial @

2. Click onToolsin the left menu frame to expand the tathen dick onUser Needs Mgmt

fI=sFaW-P0

Home Users Learning Syst

| | Search: Enter Key|

Users

Assignment Profiles
Event Rules

Job Codes
Regions

- Tools

Record Learning - Multiple
Learning Event Editor

Send Notifications

U=zer Heed=z Mgmt
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3. On the User Needs Management Page, sekeddCurriculaas the management action you want to perform.
ClickNext to advance to the next step.

4. Cick onadd one or more from listto find users you wish to assign tlearriculumto.

5. Enter a keyword (or last name) associated with the wdeave blankto add multiple users. ClicRearchto
find users.
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